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EXECUTIVE RESHStia STATISTICS 


A, Hail 

1. The volume of Executive Register correspondence control 
nudbers assigned yearly is aa follows i 

a. 195$ * U>M 

b. 1953 • 1U,631 

c. 19SU » lii»21p 

d* Jan, 1, 195$ to Her. 18 - 3621j projected Dec, 55 • 17,100 

2* The volume of EH numbers required for W® ih l?5k was 2770 
or 19,52 of the total assignments. 

3 . An estimated 10-20 phone calls per weak: are made from the mV’s 
Office to the Executive Regis tery requesting SR timbers tor 
initiated correspondence or hand-c ar ri ed correspondenc e that 
should be controlled. 

B» Cables 

1* Approximately 6 cables a week are received for the Dl/5 Office 
and are logged by Executive Registry. (Cables sent to the 
W/s for signature, concurrence or other action* ) 

2, Information copies of cables are received directly in the XfO/s 
Office and are logged there. Approximately 30 a week are re- 
ceived. 

C, TS Material 

1, Approximately 10 pieces of TS material are received by the SR 
each week for the W/s Office* 

2. TS material is logged by Executive Registry and the DD/b Office 

D. Courier Trips 

1, Executive Registry couriers make approximately 6 mail trips 
daily to foe DB/s Office, 
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2, Special hand carry requests by Executive segletry 
couriers: 

mrch T thru 11 * 85 (21 wore for OB/S Office) 

b, Mardb lii thro 18 - 85 (Record of 3 days oaly-8 were 
for DD/S Office) 


©, March 21 thru 25 • U9 (Ji were for OO/S Office) 

E„ Executive Registry staffing and ntnsber of employee# it services, 

1. 1952 - & Staff - 


2 


. 1955 * Si staff 4 , — , 


<0f Hm 

nn/ei 
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5, Prepare Form 35-1, a six-cart snap out form. 


I, OCA TOR FOR CORit'liWMjMXi IF .’EXPOS File 

copy #2 alphabetically by source. This tle 
pg]^ 7 t>s as a f incline, media for all incom—ng 
communications in process and is destroyed 
when action is completed. 


IK AKD OUT LOG File copy H 3 by dote in the 

"incomplete" file. Vhen action has been com- 
pleted, withdraw this copy and refile in the 
"completed" filb. 


v 



Attach copies 1, l, St and 6 to the communica- 
tion and forward to Staff Member. 


Vhen it is necessary to refer the coim'unr. cation 
to a second Staff Member, note the' referral on 
Form 35-1. Detach copy Hi anc forward to the 
DD/S ftegistry where it is destroyed after the 
information relative to the referral is tran- 
scribed to copy #2. 


In case of a second and third referrals detach 
copies 5 and 6 and forward in same manner as 
copy Hi. 


i ' 

m 


SOURCE E;i)KX TO FILED CORRFS°OK DEUCE Receive 

copy #1 with correspondence when all necessary 
action has been taken. Classify the record copy 
of the c orrespondence by subject and file. Dis- 
patch the reply. Place the file subject class- 
ification in the "Cross Reference" block on 
oooy ^1 ano file it alphabetically by source to 
serve as a finding media for all correspondence 
filed in the subject file. 
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Prepare Form 35-l> a six-part snap out fonn. 


LOCATOR FOR CORRESPONDENCE IN PROCESS File 

copy #2 alphabetically by source* This file 
serves as a finding media for all incoming 
communications in process and is destroyed 
when action is completed* 


IN AND OOT LOG— File copy #3 hy date in the 
"incomplete" file. When action has been com- 
pleted, withdraw this copy and refile in the 
"completed" file. 


Attach copies 1, h, 5, and 6 to the communica- 
tion and forward to Staff Member. 


When it is necessary to refer the communication 
to a second Staff Member, note the referral on 
Form 35-1. Detach copy #h and forward to the 
DD/S Registry where it is destroyed after the 
information relative to the referral is tran- 
scribed to copy #2. 


In case of a second and third referrals detach 
copies 5 and 6 and forward in same manner as 
copy #h* 


SOURCE INDEX TO FILED CORRES p ONDFNCE Receive 

copy #1 with correspondence when all necessary 
action has been taken. Classify the record copy 
of the correspondence by subject and file. Dis- 
patch the reply. Place the file subject class- 
ification in the "Cross Reference" block on 
copy #1 and file it alphabetically by source to 
serve as a finding media for all correspondence 
filed in the subject file. 
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